Microsoft Office XP
Intermediate Power Point:
Advanced capabilities

Objective 1. Format presentation using slide masters.

Slide Masters

Every presentation has slide masters that control the overall appearance and layout of
each slide. The master slide contains all the formatting information that the template
brings into the presentation. All changes made to the master slide will be reflected on
each slide in your presentation. From a design aspect, it is best to change any text
formatting from the Master Slide to maintain consistency throughout your presentation.

Slide Master — Settings on the Slide Master change the looks of all the slides except the
Title slide.

Title Master — Settings on the Title Master change the looks of the Title slide only.
Handout Master - Allows you to choose an outline or how many slides will print out
onto each handout.

Notes Master — Allows you to set up the notes page view so that outline and slides are
visible.

Formatting Text from the Slide Master

To Format Text using Slide Masters

1. Click View on the Menu bar a, point to Master, then click either Title Master or Slide
Master.

2. Select the text to be formatted.

3. Use the
formatting
toolbar to
make changes /A) edit Master title style
or use the Title Area for Autolayouts
Format Menu's ZESrEe ? /dick to edit Master text styles
Font option. R 70 - Second level

4. Once your acply e + Third level
formatting is - Fourth level
complete, » Fifth level
return to the
slide view by
clicking View
on the Menu
bar and then
click Slide or O=:=am, 4 »
Normal [own =l €& | dostopes- N W OO E 4| &-L-A- == 8
depending on [ Slide Master [ Default Design [
your version of PowerPoint or click the Close button on the Master toolbar.

Master toolbar

Object Area for AutoLayouts

| duteive

> i i footars i i @
Date Area i Focter Area | i Mumber Area |
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Changing Bullet Styles for your Presentation

To Change the Bullet Style from the Master Slide

Click View on the Menu bar a, point to Master, then click Slide Master.

Click the line that you would like to change the bullet for to insert your cursor.

Click Format on the Menu bar, then click Bullets and Numbering.

Click on a different bullet character and click OK.

Once your formatting is complete, return to the slide view by clicking View on the Menu
bar and then click Slide or Normal depending on your version of PowerPoint or click the
Close button on the Master toolbar.

arwnpE

Note: To access more bullet styles, after step 3 click the Character button.

Adding Images to the Master Slide
If you would like to have a particular image or logo appear on each slide of the
presentation, you should add that image/logo using master slides.

To Add an Image to the Master Slide

1. Click View on the Menu bar a, point to Master, then click either Title Master or Slide
Master.

2. Select Insert on the Menu bar, then point to Picture, and then click Clip Art or From
File. If you picked ClipArt, click the ClipArt category then click the picture that you would
like to insert. From the Pop-up menu click the first button, this is the Insert button. If you
picked From File, Use the Look in drop down list to locate the picture. Click the name
of the picture and click Insert. (This step will vary depending on the version of PowerPoint
being used.)

3. Once your formatting is complete, return to the slide view by clicking View on the Menu
bar and then click Slide or Normal depending on your version of PowerPoint or click the
Close button on the Master toolbar.

Objective 2: Insert images that have been captured from the Internet.

Capturing Images from the Internet

Just as clip art pictures and pictures stored on disk can be inserted into a presentation,
an image from the Internet can also be used in a presentation. When using images
captured from the Internet, you need to be careful of copyright laws. A good rule of
thumb is “When in doubt, don’'t do it.”

To Capture an Image from the Internet

1. Find the image you want to capture.

2. Right click in the middle of the image.

3. Click Save image As from the pop-up menu if you are using Netscape. Click Save
Picture As from the pop-up menu if you are using Internet Explorer.

4. Your browser will take over asking you where to save the image and what to name it.
(Please make note of the location where you are saving the image and the name.)

5. Click Save.

To insert the captured picture, follow the instructions for inserting a picture found on the
Beginning PowerPoint handout.
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Objective 3: Use an image as a background for you slides.

Using an Image as a Background

To Use an Image as a Background Background  HEE|

1. Go to the slide you want to change. - il

2. Click Format on the Menu bar then click Background fi Apply to Al |
Background. < Title of Slide 4

. . . Apply

3. Click on the color drop down list and choose Fill - Eullet ket
Effects. D Cancel |

4. In the Fill Effects dialog box, click on the Picture i:.
tab. Eresie |

5. Then click the Select Picture button. o

6. Inthe Look in box, find the location of your picture.

7. Select your picture file, and click OK. ™ omit background graphics fram masker

8. Click OK again and then click Apply so Fill Effects HE
that the background is changed only on the e o e [i
current slide or click Apply to All to apply e o« |
to all slides. = |

Select Picture... |

Sample:

Objective 4: Customize slide animations.

Setting Custom Animations
The Preset Animation options (discussed in the Beginning PowerPoint handout) are a
quick way to set animations on text and other objects. There are more text and object

animation options available under the Custom Animation command.

In the Beginning

PowerPoint handout, you were given a method to animate all objects on a slide in the
same manner. The Customize Animation option will let you give different animation
settings to different objects found on the same slide.

Intermediate PowerPoint 3 March 5, 2002




To Customize Animations

1. In S“de VieW or Normal VieW depending on _WMWMWMMWWMW//////WW//WW/W/%
your version of PowerPoint, go to the slide to § Deg\rees Awarded 5
be changed. . z
2. Click Slide Show on the Menu bar, and then &
click Custom Animation. 2 41999- 1,119

3. Inthe top portion of the Custom Animation :
dialog box, you will see a list of all objects on a . +1998- 1,094
particular slide. Next to each object is a 41997- 1,005
number, select the text box that corresponds
to the object you wish to apply animation to.
(Only select one at a time.)

4. Click the Add Effect tab if necessary.

5. For the Entrance animation, choose the
animation effect by clicking on the selection. If
necessary, you can choose animation for the 40

Georgia Perimeter College [ a
Emphasis and Exit selections. -
6. Repeat steps 3-5 for each additional object
you would like to animate on the slide.
7. Then click the Re-Order tab. <8 Custom Animation T ox
8. Inthe Animation order list, if necessary, click the |§Ei:.r Add EFFeck v| |"5=u Remowve |

object that you wish to change the animation

: ) Modify selected effects
order for, then click either the Up or Down

arrow. Start: ~B on Click -
9. If you would like to automate the animation, Speec':[:-g

select the Automatically radio button in the -

Start animation section, then enter the time in L B Sk Text Z: Kl Jskdfisit,.

seconds.

&

10. Click Play to view a Preview of your settings. T8 AT Towt 2 K JskdFim,

£44

7~ Mg Text 2: Hii JskdfisiF...

10 - | Hiii
11 -B [ JskdFisiF
12 ~Q | Drivesriveo -

13- = Title 1

14 - — Title 1

45 | Re-Order EI

P Play | |'|E| Slide Shiowes |

v autoPreview
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Objective 5: Add sound to your presentation.

Adding sounds from afile
It is possible to add sound files to a slide, and have them played at a special time during
the slide’s presentation.

To Add a Sound from a File
1. In Slide view or Normal view depending on your
version of PowerPoint, go to the slide that you want
to add sound to.
Click Insert on the Menu bar, point to Movies and eleome RiGEC
Sounds, and then click Sound from File.
Locate the sound file. Georgia Perimeter College:
Click on a sound file, and click OK. A Brief Overview
Click No to have the clip play manually.
A sound icon has been placed in the middle of your @§<E °
slide. You can move or re-size it. o ¥ o
To hear a preview of the sound, double click on the
icon.
8. When you run the slide show, you'll have to click on
the icon to hear the sound.

N

ogkw

~

< Custom Snimation - =

To Animate the Sound
1. In Slide view or Normal view depending on your
version of PowerPoint, go to the slide that you want
to modify the sound animation for.

| =i “hange - | | oo Remowve

rModify: Play
Start: ~B on Click -

2. Click the speaker icon to select it. |

3. Click Slide Show on the Menu bar, and then click [ _
Custom Animation. Sl S

4. Click the Add Effect tab to animate the Entrance, S
Exit, Emphasis of the sound icon f Sl AR

5. If necessary, select the Start on Click mode under 4-F S Title 1: Welcome Eo ...
the Modify Play Settings. [Trioger: Usmchwmn viav ]

6. If necessary, click the Re-Order tab. Inthe 1“8 = usmchwmn. weaw =

Animation order list, if necessary, click the object
that you wish to change the animation order for,
then click either the Up or Down arrow.

7. Click Play to view a Preview of your settings.

EI Re-Order -

= Pl | |'E| Slide Showvae

[ AutoPrewview
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Objective 6: Embed and link objects together.

Embedded / Linked objects
Many types of objects can be added to a slide show. Objects added to a slide can be

referenced two different ways:

e Embedded Object: An object can be embedded into the slide in which case the object in its current
state is placed directly onto the slide. When we create a new object from the Insert Object dialog box,
we are creating an embedded object. Practical examples here are a MS Word table or an
Organizational Chart.

e Linked Object: An object can also be linked to a slide in which simply a reference to the objects
actual location is what is placed onto the slide, so that if the object changes, those changes will be
seen when the object is selected from the slide show. When we choose Create from file in the Insert
Object dialog box, we have the option to insert the object as linked. This feature is useful when we
want to reference a MS Word or MS Excel file from a presentation. We don’t want the file itself to be
placed on the slide, instead we want to view that file in the program it was created by.

To Insert a Linked Object
1. In Slide view or

Normal view [ T

depending on

Ok
your version of File: x|
POWGrPOint gO IC:'l,Prngram FilesMicrosoft CFficetOrfice! Cancel |
to the slide to be Browse... | T Link
Changed. ™ Display as icon

2. Click Insert on
the Menu bar

X Result
then CIICk _ B Inserts the contents of the file as an object inka yaour
ObJ ect. EB pres_ent;tion s0 khat ¥ou can ackivate it using the
3. ClICk the Create application that created it.
from file radio
button.
4. Click the Browse button to find the file you wish to reference.
5. Locate the file, select the file and click OK
6. To create a link, click on the Link box. Then click OK
7. You can now move the object or resize it on your slide.
To Embed an Organizational Chart Insert Object

1. In Slide view or Normal view
depending on your version of & create pew
PowerPoint, go to the slide to " Create from file
be changed.

Object bype: ¥
Marvie Clip

M5 Organization Chart 2.0 ] Cancel |
Music Propery Page 2.1

Metscape Hypertext Document

2. Click Insert on the Menu bar o Eropery Page 2.1 | T Displayasicon
then click Picture. Paintbrush Picture
QuickTime Mavie LI

3. Click Organization Chart.
4. Edit the chart

Result

_ L Inserts a new M3 Organization Chart 2.0 object inko yvour
Em presentation,
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Create Hyperlinks

Hyperlinks can link to other objects such as Word documents, Excel spreadsheets, etc.
In addition, Hyperlinks can link to websites and even to other slides in the same or a
different presentation. Unlike embedded objects, objects accessed via a hyperlink will
not be viewable from within the presentation. The originating program of the object will
open. For instance, if you create a hyperlink to a Word document, Microsoft Word will
open and display the document when the link is clicked during a presentation.

To Create a Hyperlink
1. Select the text or image you want to display as the hyperlink then click the Insert
Hyperlink button on the Standard toolbar.

Incart Hunarlink hiittan

DEE2 &Y smad v

D&*ﬂhg@m S0%

@.

2. The Insert Hyperlink dialog box will be different depending on the version of PowerPoint
you are using.
3. Inthe Type the file or Web

Insert Hyperlink

Lirk, ko Text ta display: | ==Selection in Document ==
page name box, enter the URL Wi | dody | _sarsenti..|

Tvpe the File or Web page name:

of the website you wish to link
to or click Browse to locate a
file tolinkto. Tolinkto a
specific slide in the
presentation, click the Place in
This Document icon on the
left side of the dialog box.
Select the title of the slide you
wish to link to.

4. Click OK.

age htkp: / fwan, google, comy -

é’i R_egent http:/fwebct. mercer .edu: 5903)

Files hitkp: {fvavv, acl, comy
htkp:f feava, gpe. peachnet. edufguiveb
Browsed  [http: e, gpe. peachnet. eduj~nhoopermyhar,
Pages btk fhee, americredit, comny
http: /e, gpc. peachnet , eduf~jgoolsbyfwebdes
Tnserted | |DtEp:ffwnany, gpo. peachnet. edu/~Ichasswebdesig
Links htkp:/ fwavns, gpc, peachnet, eduf~training
http: [ fvaww, gpe. peachnet . edu) ;I

| B

NOTE: You need to be in Slide show view
to test out your link. And you need to have
an active Internet connection to use links E-mail Address o

(ENFIEREE O seleck From list: Browse For:

to websites during your presentation.
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